
WelcomeWelcome
How to Register with the City How to Register with the City 

of Lincoln of Lincoln –– ElectronicallyElectronically

““EE--BiddingBidding””



Vendor Registration, Cont.Vendor Registration, Cont.
Next, click on the E-Bidding Log In Screen 

Link:

Click Here to Register



Vendor Registration, Cont.Vendor Registration, Cont.
Next, click on the Supplier Registration Link:

Click on Supplier Registration



Vendor Registration, Cont.Vendor Registration, Cont.
Select Select Supplier Registration
§§ Terms & Conditions Terms & Conditions (Step 1 of 6)(Step 1 of 6)

•• Select Select Accept Terms & Conditions (located at bottom 
right of page)

• Click Next

§§ Company Information Company Information (Step 2 of 6)(Step 2 of 6)
•• Name, etc. Name, etc. (*Indicates a required field)
• Click Next

§§ Address Information Address Information (Step 3 of 6)(Step 3 of 6)
•• Primary AddressPrimary Address
•• Remittance Address Remittance Address –– Select Select Same as Corporate if the if the 

remittance is the same as the primaryremittance is the same as the primary
• Click Next



Vendor Registration Cont.Vendor Registration Cont.
§§ Vendor Classification Vendor Classification (Step 4 of 6)(Step 4 of 6)

–– Special Classifications Special Classifications (Optional)(Optional)
Disadvantaged Business EnterpriseDisadvantaged Business Enterprise
Disabled Owned BusinessDisabled Owned Business
Lincoln/Lancaster County Owned BusinessLincoln/Lancaster County Owned Business
Minority Business EnterpriseMinority Business Enterprise
Nebraska Owned BusinessNebraska Owned Business
Woman Owned BusinessWoman Owned Business

–– Commodities Commodities (Mandatory)(Mandatory)
–– Click on Click on Add or Remove Commodities
–– Select Select ALLALL commodities that pertain to the commodities or commodities that pertain to the commodities or 

services your company providesservices your company provides
–– Save Selection Save Selection 

(See Screen Example On Next Page)(See Screen Example On Next Page)
Click Next



Vendor Registration Cont.Vendor Registration Cont.

#1

Click and 
select any
commodity

#2

Click 

“Save 

Selections”



Vendor Registration Cont.Vendor Registration Cont.
§§ User Information User Information (Step 5 of 6)(Step 5 of 6)

–– Enter User Information Enter User Information –– this is the name of the this is the name of the 
contact person contact person –– bid notifications will be sent to this bid notifications will be sent to this 
ee--mail addressmail address

–– Assign a User ID and Password (password must be Assign a User ID and Password (password must be 
at least five characters with one character being a at least five characters with one character being a 
number.  number.  If you forget your password, you can only If you forget your password, you can only 
try to login to the system three times.try to login to the system three times. If you exceed If you exceed 
that, you will not be able to continue and you will that, you will not be able to continue and you will 
need to contact our office to be reactivatedneed to contact our office to be reactivated

–– Select Time ZoneSelect Time Zone
– Click Next

§§ Review and Submit Review and Submit (Step 6 of 6)(Step 6 of 6)
–– Select Select [Edit] to change any part of your registrationto change any part of your registration
–– Click Submit RegistrationClick Submit Registration



CITY OF LINCOLNCITY OF LINCOLN
PURCHASING STAFFPURCHASING STAFF

DEBBIE WINKLER DEBBIE WINKLER 402402--441441--74107410
SYSTEM ADMINISTRATORSYSTEM ADMINISTRATOR

KIM WILNESKIM WILNES 402402--441441--74177417
SENIOR OFFICE ASSISTANTSENIOR OFFICE ASSISTANT

SHELLY HINZESHELLY HINZE 402402--441441--74167416
BUYERBUYER

VINCE MEJERVINCE MEJER 402402--441441--83148314
PURCHASING AGENTPURCHASING AGENT

BOB WALLABOB WALLA 402402--441441--83098309
ASSISTANT PURCHASING AGENTASSISTANT PURCHASING AGENT

TOM KOPPLINTOM KOPPLIN 402402--441441--74147414
ASSISTANT PURCHASING AGENTASSISTANT PURCHASING AGENT


